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Welcome 

 

As a new Indiana employer you are responsible for re-

porting employee wages and providing contributions to-

wards the Unemployment Insurance (UI) Trust Fund.   

The Department of Workforce Development (DWD) re-

quires each employer to register for a State Unemploy-

ment Tax Act (SUTA) account for reporting purposes.  

This tutorial will help guide you through the registration 

process. 
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Go to the ESS logon page https://uplinkpreview.dwd.in.gov/ESS/

ESSLogon.htm and click on First Time User button. 
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The following screen will appear. The first question should be an-

swered with “Employer”.  The next question asks if you have an exist-

ing account number with DWD.   As a new employer, you will select 

“No”.  Finally, enter your FEIN (Federal Employer Identification Num-

ber) and click the Next button.   

 

If you do not have an FEIN, click on the blue hyperlink at the bottom 

of the page stating “get an FEIN now”.  This will take you to the IRS 

website to apply for your FEIN. 
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In order to qualify as an employer in the state of Indiana, qualifying 

wages paid for services performed in Indiana need to have already 

been issued to your employees.  UI accounts cannot be set up in antici-

pation of payment of wages.  If you have already paid wages click on 

the Next button. 
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The information on this screen is needed for the registration process 

and will need to be readily available.  Please review the list and click 

the Register Now button to begin the process. 
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Here you will create your log on access.  Enter all fields with an aster-

isk.  Your email MUST be a valid email address, since this will become 

our main means of communication with you.  The password field 

when clicked, will show the password requirements.   

Once you have finished entering all the information scroll down the 

page for the user agreement acceptance.   

 

If you receive the message “account already in use” it means the user 

name you have entered has already been selected by another user.  

You will need to create a new username. 
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Please read the terms of the user agreement in full. You can use the 

scroll bar on the right to see the terms in its entirety.  Once you have 

read all the terms check the box next to “I accept the User Agree-

ment,” and click the Next button. 
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You are advised to print this page and file it someplace safe in case you 

forget your user name and/or secret question answer. Once you have 

done so, click the Next button. 
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As discussed on page 5, unemployment requires the business entity to 

qualify as an employer by having issued wages to employees in order 

to obtain a SUTA account.  The next few pages will help you with 

your qualification.   

 

On this screen you will enter your FEIN and click the Next button. 
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These particular business types have specific qualification require-

ments.  If you are unsure if your entity falls under one of these qualifi-

cations you can hover over the blue lettering to see a description of 

that particular qualification.  If you qualify as one of these click the se-

lect button to the right of that type and click the Next button. 

 

If none of the qualifications apply to your business, select the last op-

tion. 
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If you selected the last option and you have paid a minimum of a $1.00 

for payroll click the Yes button.  Then click the Next button. 

 

 If you have not paid a minimum of a $1.00 payroll click the No but-

ton.  You do not qualify for an account at this time and your registra-

tion process will stop. Corporate officers receiving remuneration are 

considered employees for UI purposes and are required to report those 

wages. 
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Enter the year and quarter in which you first issued wages.  Then click 

on the Next button. 
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The legal business name should be the same you registered with the 

Indiana Secretary of State (SOS) not your DBA or doing business as 

name.  If you need to verify your legal business name go to https://

bsd.sos.in.gov/publicbusinesssearch.  Any extension needs to be in-

cluded on your registration as well.  Extensions include, but are not 

limited to, LLC, Inc., P.C. etc..  

As a sole proprietor or  partnership you are not required to register 

with the Secretary of State. As a sole proprietor your legal business 

name will be your name. 
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The primary mailing address is your legal address for all mailings.  

Once you have enter all the information click the Next button. 
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Here you will enter your Responsible Party contact information.  This 

should be an officer, someone that will have knowledge of the account 

and UI taxes in your entity.  

You will also complete the Address Information section.  Once com-

pleted click the Add & Review button. 
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Review the information you entered and if you find a misspelling or 

other error you can click on the blue Edit to the right to make any 

changes.   

If you have another contact you would like to add, select the Add An-

other Party and enter all the information for that person. 

 

Click the Next button to move forward. 



 18 

                                                                                                           April 11, 2019 

 

For the Location Information, you would add any other locations you 

have in Indiana.  If your legal mailing address is outside of Indiana you 

are required to provide the Indiana address where services are per-

formed showing your Indiana liability 

 

If you have no other locations, click the Next button to continue. 
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We require your NAICS code.  This is the North American Industry 

Classification System code that describes your business activity.   
 

Click on the blue “NAICS” to go to the NAICS website to find your 

code if you don’t already have one.  Please also include a brief descrip-

tion of what type of service your business offers. 

 

Once you have entered the information click the Next button. 
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The person processing this form should leave their contact information 

as the “Registration Contact”.  Additional contacts can be more specific 

as to their role with the account. 
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Review your information.  If you see any errors you can click the blue 

“Edit” to the right.  If you need to add another contact click the Add 

Another Contact button, otherwise click the Next button. 
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The following information is the complete summary of all the data you 

have entered.  Please review the information and if you find any errors 

follow the instructions in the orange box above.  Your account infor-

mation will be saved and the registration will be placed into pending 

status until you speak with a representative to make the required cor-

rections. 
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The above screen is the information that was entered in the Qualifica-

tion section.  Again, please review the information and take note if any 

of the information was keyed in error. 
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The above screen is the information that was entered in the Legal In-

formation section.  Again, please review the information and take note 

if any of the information was keyed in error. 
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The above screen is the information that was entered in the DBA 

Names, Business Activity, Responsible Parties and Addresses sections.  

Please review the information and unlike the other previous sections, 

you are able to edit these if needed.  
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If all of your information is correct, check the box certifying the infor-

mation and click the Submit button. 
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It is recommended that you print the registration details for your rec-

ords and then click Submit.  

 

If you do not wish to print the registration, click the Submit Without 

Printing button to continue.  
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Your confirmation page provides you with your registration confirma-

tion number, your new employer account number and your new em-

ployer tax rate.  Again, we recommend you print this page to keep 

your confirmation details handy.  

After printing, you can click the Home button which will take you to 

your Employer Summary dashboard. 
 

If you have any questions or need assistance there are representatives 

available to assist you.  Call 1-800-891-6499 option 2, then option 3. 

(Phone representatives are available between 8 a.m. and 4:30 p.m. EST) 


